
Organization Administrator -
Maintain 
Organizations/Departments & 
Locations 

 

Quick Reference Guide 
 

 

 Date Last Revised: 11/3/14 Page 1 of 4  

 

Introduction 
The “How to Maintain Organizations/Departments/Locations” Quick Reference Guide is designed to provide 
Organization Administrators the minimum steps necessary to maintaining their Organization.  

There are three levels to maintaining organization in Buy4Michigan which is described in this QRG. Within 
each Organization, you can maintain a number of Departments, which are the second tier of the organization 
structure. Departments are used to restrict how users can access certain information (bill to/ship to addresses 
& what documents they can see). Locations are the lowest level of the organization structure – typically used 
for managing approval paths, defaults addresses & Purchaser assignment. 

Note: If you are an Org. Admin. for more than one Organization, you can select which organization to maintain 
by clicking the eyeglass lookup at the top of the screen.  

Pre-requisites 
You must have the Organization Administrator Role. 

Steps 
 
Step 1: 
 

a.) From the home screen once 
logged in, select the 
Organization Administrator 
tab. 

 
The Organization Administrator 
Home page displays, defaulted to 
the Department/Approval/Users tab. 
 

b.) Click on the Maintain 
Agency 
Organizations/Department/
Locations icon. 

 

 

 
 
Step 2:  
 

a.) Click the Maintain Agency 
Organizations icon. 
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Step 3:  
 
The Maintain Organization page 
displays. 
 

a.) To Add a new Organization, 
click on the Add 
Organization button. 
 

b.) To Edit an Organization, 
click the Organization ID 
link to your left. 
 
 

 
 

 

 

 
Step 4:  
 
The Add Organization screen 
displays, defaulted to the General 
Tab. 
 

a.) Fill out ALL required and 
necessary fields to properly 
add your Organization. 

 
Notes: 

 Org. ID – up to 5 characters.  

 FY Start & End – Dates that 
will affect documents & 
accounting. 

 FY Roll Days – the number 
of days users may start to 
build documents for the 
NEXT FY & the amount of 
time after FY roll to complete 
previous year. 

 Limit Doc. Access for DA 
Users – if checked, the DA 
user can only see 
documents for their 
department. 

 
Once saved, this info. cannot be 
changed – is this true? 
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Step 5: 
 
The NEXT step is to maintain 
Departments. 
 

a.) Return back to the Agency 
Org. Administrator Home 
page by clicking the Exit 
button. 
 

b.) Click the Maintain 
Organization Departments 
icon. This will give you the 
ability to add or edit a 
department. 
 

Note: Within each Org. you can 
maintain a number of Depts. Depts. 
are used to restrict how users can 
access certain info: 

 What bill-to/ship-to 
addresses they can use. 

 What documents they can 
see (restricted documents). 

 

 
 
 
 
 

 
Step 6 
 
The Department Maintenance page 
displays. 
 

a.) To Add a new Department 
click the Add Department 
button. 

 
b.) Fill out ALL required and 

necessary fields. 
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Step 7 
 

a.) To Edit a current 
Department, click the 
Department ID link to your 
left. 
 

b.) Click the Add Dept. 
Address button to add a 
new Dept. Address OR click 
the Dept.ID link to edit 
current information. 
 

c.) Click the Add Location 
button to add a new Location 
or click the Location ID link 
to edit current information. 

 

 

 

 

 
 

 


